State of California

DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 0661-5393-xxx 50000730 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS/DSO/PCO/Contracts Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[J Supervisory [ Lead Person Lynne Baker Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
Jeanne Lee 06/07/07
P eg_c;j%rg of Activity

45%

15%

POSITION SUMMARY

Under the direction of the Chief of the Contract Services Office with minimal oversight, perform the
more difficult and complex technical and analytical work related to services contracts and issues.
Provide guidance and quality customer service to Department staff and management in the
procurement of non-IT services. Also, provide assistance and advice to other CSO staff.

ESSENTIAL FUNCTIONS

This position requires establishing good working relationships with coworkers, program staff, and
Department management; maintain regular, consistent, predictable attendance; exercise good
judgment; maintain high ethical standards; and provide quality customer service. Work
cooperatively with DWR managers, supervisors, and staff; Department of General Services (DGS)
and other control agency representatives; contractors; bidders; and the public to resolve contract
issues.

DESCRIPTION OF DUTIES

Contract Review/Processing

Review contract documents prepared by Department program staff to ensure appropriate language,
legal provisions, and other requirements are included in all solicitation packages and service
contracts in accordance with the State Contracting Manual, State Administrative Manual, DWR
guidelines, various codes (e.g., Public Contract Code and Government Code), and other relevant
policies and procedures. Assemble final contracts by including correct attachments, terms and
conditions, and other required documentation. Submit contract packages for
review/signature/approval of DWR legal office, contractor, DWR program, and DGS Office of Legal
Services and correct/revise contract language/documents as necessary. Review funding strips
approved by the Budget Office to ensure those documents match data entered into SAP*
requisitions.

SAP Buyer/Contract Tracking
Review SAP* requisitions for accuracy, create contracts (outline agreements), and commit funds by

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE

Lynne Baker

>

EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print) EMPLOYEE’S SIGNATURE DATE

>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 0661-5393-xxx 50000730 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION
DMS/DSO/PCO/Contracts Office

Percent of
Time

Activity

10%

10%

10%

creating purchase orders for service contracts using SAP* procurement software, and
revise/change SAP* records, as necessary. Assist and provide technical support to Department
staff on creating requisitions, Outline Agreements, Purchase Orders, and service entry sheets;
making changes to the SAP* records; working with system users to show them how to correctly
enter information into the different SAP* screens and checking their entries for accuracy; and
making year-end/new fiscal year entries in SAP*. Develop contract related DWR End User
Procedures and other instructions for use by Divisions/Offices in order to create accurate contracts
and purchase orders and make changes in SAP* modules/screens. Obtain statistical data from
contract documents and enter the data completely, accurately, and timely into the DWR web-based
contract tracking system CITS (Contract Information Tracking System), SAP* based Contract
Acquisition System, and the DGS State Contracting and Procurement Registration System in order
to monitor the status of contracts, produce mandatory reports, and measure contract activities.
Monitor the data input into the Contract Acquisition System by program users to ensure correct
and complete entries are made. Obtain pertinent DVBE/Small Business and other required data
from the contract coordinators and enter into appropriate database for future reporting purposes
by the DVBE/Small Business advocate.

Guidance

Advise, consult, and direct DWR Divisions/Offices in the types and variety of appropriate
contracting methods available and the method that should be used for the more difficult and
unusual types of services needed. Assist Department staff in developing contract documents,
including scope of work and bid solicitation packages. The types of bid solicitations developed
include Invitations for Bid, Requests for Proposal, and Requests for Qualifications. Write/prepare
final documents or review documents prepared by programs for accuracy, completeness, and
adherence to contracting laws, rules, and procedures that include, but are not limited to, the more
difficult/complex contracts for Consulting, Architectural and Engineering, Public Works, Federal
Government, Public and Private Entities, Interagency Agreements, Cost Sharing Agreements, and
Receivable (reimbursable) agreements and amendments thereto. Assist DWR contract
coordinators at pre-bid conference and bid/proposal openings in evaluating bid/proposals and/or
calculating preferences to ensure bidder compliance with solicitation requirements, and State
laws/regulations. Work closely with the Department's legal office to gather and compile facts in
the event of a bid protest. Prepare an accumulated chronology of events, assist DWR

legal staff in the preparation of testimony/deposition, and appear before a Hearing Officer as
required in order to represent the Department.

Problem Resolution

Research, analyze, and develop solutions to problems relating to contracts or contract
processes/tools, including but not limited to, SAP* issues (such as help desk tickets),
budget-related issues, non-competitive bid requests, advertising and insurance requirements,
consultant issues, and other legal requirements or technical questions.

Training and Customer Service

Conduct quarterly meetings with staff and management from assigned programs to keep them
apprised of changes in contracting procedures, forms, laws, rules, and requirements. Develope
and deliver ongoing comprehensive training classes for DWR staff involved
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 0661-5393-xxx 50000730 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION
DMS/DSO/PCO/Contracts Office

Percent of
Time

Activity

5%

5%

in preparing and managing contracts to educate them on how to use SAP* for requisitioning,
buying, and paying invoices; bid solicitation and preparation; completing contract documents and
assembling contract packages correctly; DWR contracting processes; contract management
responsibilities, and any other specialized training that may be required to assist Department staff
in accurately preparing contract documents. Provide personal hands-on training on an ongoing
basis, as needed, to Department staff in these areas in between formal training classes to ensure
they have the necessary knowledge and tools to complete their contracting documents correctly,
and input contract information into SAP*.

Analysis/Process Improvement

Conduct the more complex special projects or analytical assignments related to contracting
process improvements or the revision or development of new forms or contracting tools. Maintain
an awareness of State contracting related bills for changes to laws affecting the DWR contracts
program by accessing the various web sites to ensure the Department is made aware of the
changes. Analyze legislative bills and necessary and provide findings to Office Chief. Interpret and
apply new laws, directives, and control agency policies by being aware of their existence and by
utilizing them during the contract review process. Communicate changes in law, policy, and DGS
requirements to assigned Divisions/Offices and update contract forms, procedures, Enterprise
Process Guides, Department Administrative Manual, and any other contract guidelines or
instructions, as necessary. Participate in the maintenance and continuous improvement of the
Contract Services Office web site and database tracking systems by monitoring usefulness and
effectiveness, contributing ideas, updating and providing new materials/samples, as appropriate,
and reviewing and providing input on new developments/enhancements.

Contract Information Reporting

Create contract related reports using SAP*, Contract Information Tracking System, and Contract
Acquisition System data, as requested for mandated monthly reports to the Department of Fair
Employment and Housing, annual Consulting Services report to the DGS/Legislature, performance
metrics reports to DWR management, and other contract-related reports/data that may be
requested by DWR management, employee unions, or the public.

KNOWLEDGES, SKILLS, AND ABILITIES
Knowledge of personal computers and the standard suite of Microsoft Office software programs.

Ability to:

- understand, learn, and proficiently use electronic data processing systems;

- read, understand, and follow written instructions and procedures; and

- understand and follow verbal instructions.

- consult with and advise others on contracting methods, policies, procedures, and requirements;
- analyze data, draw sound conclusions, and present ideas and information effectively both orally
and in writing;

- gain and maintain the confidence and cooperation of those contacted during the course of
work;

- reason logically and creatively and exercise good judgment in dealing with contracting issues;

- utilize a variety of analytical techniques to resolve complex contracting problems;

- communicate and present information effectively both orally and in writing;

- act as a team leader and coordinate the work of others.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 0661-5393-xxx 50000730 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS/DSO/PCO/Contracts Office

PerT(;%rg of Activity

Skills to:

- interact with various levels of staff and management in a professional and courteous manner;
- interpret and apply laws and rules governing State contracting, such as the State Contracting
Manual, State Administrative Manual sections related to contracting, DWR guidelines, various
applicable codes (such as Public Contract Code, Government Code); and

- speak before groups for the purpose of providing information, conducting meetings, and
explaining State contracting rules and departmental procedures and policies.

SPECIAL PERSONAL CHARACTERISTICS
Willingness and ability to accept increasing responsibility; and demonstrated capacity for
development.

PERSONAL CONTACTS
Liaison with program managers, contract coordinators, contractors, outside governmental
agencies, contractors/bidders, and the public.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS
Must have ability to juggle multiple priorities, meet short processing timelines when necessary,
and handle varying and sometimes large workload volumes.

Must be able to work productively in a demanding environment and deal with challenging customer
requirements while maintaining a calm, professional demeanor.

ADDITIONAL REQUIREMENTS
Periodic statewide travel may be required two or three times a year to field locations that may also
require overnight stay.

Proficiency in the use of a personal computer, using the standard Microsoft Office suite of
software, and electronic data processing systems will be required to complete the majority of the
duties.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor-declare
emergencies, flood, dam, SWP, and other incidents and emergencies. This position may serve in
one of the sections as established in the Incident Command System to assist the Department in
performing its emergency response functions. These functions are established in the California
State Emergency Plan and the Department’'s Administrative Orders.

*The Department of Water Resources uses the enterprise system SAP—Systems, Applications, and
Products in Data Processing—that electronically integrates all areas of the organization such as
financials, human resources, purchasing/contracting, inventory/warehousing, etc.
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	activity3: in preparing and managing contracts to educate them on how to use SAP* for requisitioning, buying, and paying invoices; bid solicitation and preparation; completing contract documents and assembling contract packages correctly; DWR contracting processes; contract management responsibilities, and any other specialized training that may be required to assist Department staff in accurately preparing contract documents. Provide personal hands-on training on an ongoing basis, as needed, to Department staff in these areas in between formal training classes to ensure they have the necessary knowledge and tools to complete their contracting documents correctly, and input contract information into SAP*. 

Analysis/Process Improvement
Conduct the more complex special projects or analytical assignments related to contracting process improvements or the revision or development of new forms or contracting tools.  Maintain an awareness of State contracting related bills for changes to laws affecting the DWR contracts program by accessing the various web sites to ensure the Department is made aware of the changes.  Analyze legislative bills and necessary and provide findings to Office Chief. Interpret and apply new laws, directives, and control agency policies by being aware of their existence and by utilizing them during the contract review process. Communicate changes in law, policy, and DGS requirements to assigned Divisions/Offices and update contract forms, procedures, Enterprise Process Guides, Department Administrative Manual, and any other contract guidelines or instructions, as necessary.  Participate in the maintenance and continuous improvement of the Contract Services Office web site and database tracking systems by monitoring usefulness and effectiveness, contributing ideas, updating and providing new materials/samples, as appropriate, and reviewing and providing input on new developments/enhancements.

Contract Information Reporting
Create contract related reports using SAP*, Contract Information Tracking System, and Contract Acquisition System data, as requested for mandated monthly reports to the Department of Fair Employment and Housing, annual Consulting Services report to the DGS/Legislature, performance metrics reports to DWR management, and other contract-related reports/data that may be requested by DWR management, employee unions, or the public.

KNOWLEDGES, SKILLS, AND ABILITIES
Knowledge of personal computers and the standard suite of Microsoft Office software programs.

Ability to: 
-  understand, learn, and proficiently use electronic data processing systems; 
-  read, understand, and follow written instructions and procedures; and
-  understand and follow verbal instructions.
- consult with and advise others on contracting methods, policies, procedures, and requirements;
- analyze data, draw sound conclusions, and present ideas and information effectively both orally and in writing;
- gain and maintain the confidence and cooperation of those contacted during the course of       work;
- reason logically and creatively and exercise good judgment in dealing with contracting issues;
- utilize a variety of analytical techniques to resolve complex contracting problems;
- communicate and present information effectively both orally and in writing;
- act as a team leader and coordinate the work of others.
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	activity: POSITION SUMMARY
Under the direction of the Chief of the Contract Services Office with minimal oversight, perform the more difficult and complex technical and analytical work related to services contracts and issues.  Provide guidance and quality customer service to Department staff and management in the procurement of non-IT services. Also, provide assistance and advice to other CSO staff.

ESSENTIAL FUNCTIONS
This position requires establishing good working relationships with coworkers, program staff, and Department management; maintain regular, consistent, predictable attendance; exercise good judgment; maintain high ethical standards; and provide quality customer service.  Work cooperatively with DWR managers, supervisors, and staff; Department of General Services (DGS) and other control agency representatives; contractors; bidders; and the public to resolve contract issues.

DESCRIPTION OF DUTIES
Contract Review/Processing
Review contract documents prepared by Department program staff to ensure appropriate language, legal provisions, and other requirements are included in all solicitation packages and service contracts in accordance with the State Contracting Manual, State Administrative Manual, DWR guidelines, various codes (e.g., Public Contract Code and Government Code), and other relevant policies and procedures.  Assemble final contracts by including correct attachments, terms and conditions, and other required documentation. Submit contract packages for review/signature/approval of DWR legal office, contractor, DWR program, and DGS Office of Legal Services and correct/revise contract language/documents as necessary.  Review funding strips approved by the Budget Office to ensure those documents match data entered into SAP* requisitions.

SAP Buyer/Contract Tracking
Review SAP* requisitions for accuracy, create contracts (outline agreements), and commit funds by
	supervisor name: Lynne Baker
	employee name: 
	activity2: creating purchase orders for service contracts using SAP* procurement software, and revise/change SAP* records, as necessary.  Assist and provide technical support to Department staff on creating requisitions, Outline Agreements, Purchase Orders, and service entry sheets; making changes to the SAP* records; working with system users to show them how to correctly enter information into the different SAP* screens and checking their entries for accuracy;  and making year-end/new fiscal year entries in SAP*.  Develop contract related DWR End User Procedures and other instructions for use by Divisions/Offices in order to create accurate contracts and purchase orders and make changes in SAP* modules/screens.  Obtain statistical data from contract documents and enter the data completely, accurately, and timely into the DWR web-based contract tracking system CITS (Contract Information Tracking System), SAP* based Contract Acquisition System, and the DGS State Contracting and Procurement Registration System in order to monitor the status of contracts, produce mandatory reports, and measure contract activities.  Monitor the data input into the Contract Acquisition System by program users to ensure correct and complete entries are made. Obtain pertinent DVBE/Small Business and other required data from the contract coordinators and enter into appropriate database for future reporting purposes by the DVBE/Small Business advocate.

Guidance
Advise, consult, and direct DWR Divisions/Offices in the types and variety of appropriate contracting methods available and the method that should be used for the more difficult and unusual types of services needed.  Assist Department staff in developing contract documents, including scope of work and bid solicitation packages. The types of bid solicitations developed include Invitations for Bid, Requests for Proposal, and Requests for Qualifications.  Write/prepare final documents or review documents prepared by programs for accuracy, completeness, and adherence to contracting laws, rules, and procedures that include, but are not limited to, the more difficult/complex contracts for Consulting, Architectural and Engineering, Public Works, Federal Government, Public and Private Entities, Interagency Agreements, Cost Sharing Agreements, and Receivable (reimbursable) agreements and amendments thereto.  Assist DWR contract coordinators at pre-bid conference and bid/proposal openings in evaluating bid/proposals and/or calculating preferences to ensure bidder compliance with solicitation requirements, and State laws/regulations.   Work closely with the Department's legal office to gather and compile facts in the event of a bid protest.  Prepare an accumulated chronology of events, assist DWR
legal staff in the preparation of testimony/deposition, and appear before a Hearing Officer as required in order to represent the Department. 

Problem Resolution
Research, analyze, and develop solutions to problems relating to contracts or contract processes/tools, including but not limited to, SAP* issues (such as help desk tickets), budget-related issues, non-competitive bid requests, advertising and insurance requirements, consultant issues, and other legal requirements or technical questions.
 
Training and Customer Service
Conduct quarterly meetings with staff and management from assigned programs to keep them apprised of changes in contracting procedures, forms, laws, rules, and requirements.  Develope and deliver ongoing comprehensive training classes for DWR staff involved 
	Text1: 
	Text2: 
Skills to:  
- interact with various levels of staff and management in a professional and courteous manner; 
- interpret and apply laws and rules governing State contracting, such as the State Contracting Manual, State Administrative Manual sections related to contracting, DWR guidelines, various applicable codes (such as Public Contract Code, Government Code); and
- speak before groups for the purpose of providing information, conducting meetings, and explaining State contracting rules and departmental procedures and policies.

SPECIAL PERSONAL CHARACTERISTICS
Willingness and ability to accept increasing responsibility; and demonstrated capacity for development.

PERSONAL CONTACTS
Liaison with program managers, contract coordinators, contractors, outside governmental agencies, contractors/bidders, and the public.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS
Must have ability to juggle multiple priorities, meet short processing timelines when necessary, and handle varying and sometimes large workload volumes.

Must be able to work productively in a demanding environment and deal with challenging customer
requirements while maintaining a calm, professional demeanor.

ADDITIONAL REQUIREMENTS
Periodic statewide travel may be required two or three times a year to field locations that may also require overnight stay.  

Proficiency in the use of a personal computer, using the standard Microsoft Office suite of software, and electronic data processing systems will be required to complete the majority of the duties.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor-declare   emergencies, flood, dam, SWP, and other incidents and emergencies.  This position may serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency response functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.









*The Department of Water Resources uses the enterprise system SAP—Systems, Applications, and Products in Data Processing—that electronically integrates all areas of the organization such as
financials, human resources, purchasing/contracting, inventory/warehousing, etc.


